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CHAPTER I 
INTRODUCTION 
Statement of the Problem 
The problem of the study was to survey selected 
business firms on the north shore to determine occupa-
tional opportunities for business education graduates of 
local high schools, and to ascertain some of the defi-
ciencies observed by employers in beginning office workers. 
Analysis of the Problem 
The following subordinate problems were involved in 
the major problem of the study: 
1. Approximately how many high school business educa-
tion graduates are employed each year, and how many students 
are employed annually on a part-time basis? 
2. Of what importance are such factors as high school 
grades, recommendations, test results and previous experi-
ence in the initial employment of personnel? 
3. What is the average starting salary which the 
business firms offer to current high school business 
graduates? 
4. What are the forms of employment tests used by 
business firma in selecting personnel? 
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5. What speeds are considered acceptable for beginning 
stenographers and typists? 
6. What are some of the difficulties encountered by 
beginning workers in bookkeeping, stenography, typewriting, 
and general office work? 
7. To what extent are graduates found deficient in 
personality traits and work habits? 
8. What are the various office machines used in the 
survey of business firms in the north shore area? 
9. To what extent are men, rather than women, hired 
for certain types of positions, such as general clerk, 
machine operator, sales clerk and bookkeeper? 
10. What are some of the subjects businessmen feel 
should be added to the high school curriculum? 
11. To what extent do business firms provide a 
representative to address high school students? 
12. Are small groups of business students permitted 
to visit the different firms? 
Delimitation of the Problem 
This study was limited to selected business firms 
located in cities and towns on the north shore including 
Peabody, Salem, Beverly, Lynn, Danvers and Marblehead. 
Firms involved in manufacturing, retail and wholesale 
3 
trade, banking, insurance, public utilities, transportation, 
and publishing were contacted. In order to provide a 
representative sampling, firms of various sizes were 
selected for the study. 
Justification of the Problem 
In order to produce thoroughly prepared students for 
the business world, business educators, guidance directors, 
and school placement officials must keep abreast of oppor-
tunities and working conditions in the various fields in 
which their students might be employed. 
Business education departments must be adequately 
equipped to meet the demands of modern business firms. In 
this connection, Mildred Andra Witten1 states: 
There are innumerable benefits to be 
derived from having a representative from the 
educational program in constant communication 
with the business community. While other 
methods have been used, the personal confer-
ence between coordinator and businessman lends 
itself to exchanging ideas in an effective 
way ••• A cooperative evaluation made by the 
school and business is of utmost importance to 
this area of preparation ••• Students enrolled 
in a course or program in which the teacher is 
well informed as to the current trends in busi-
ness can become more valuable employees. 
1Whitten, Mildred Andra, 11 The Relationship of the 
Clerical Program to Business and Industry," Business 
Education Forum, February, 1960, Vol. 14, pp. 8-9. 
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In her article on the teaching of personal traits and 
skills, Edna Barbour1 insists that the development of per-
sonal traits should be stressed. To elaborate, she states, 
"Studies show that lack of personality traits which are 
pleasing to others is more often the reason for dismissal 
from jobs than is lack of skill in performing office 
duties." 
Opportunities within the field of business education 
are almost endless. It is the responsibility of the 
business education teacher to acquaint students with the 
variety of openings in business that stem directly from 
business subjects taught by them. 
In pointing out what the businessman wants of the 
high school graduate, Henry B. Fernald2 states: 
We must recognize that there is no one 
typical businessman, nor one typical graduate, 
nor a typical set of specifications for any job 
to be filled. Businessmen vary in temperament, 
ideas, and demands. The young graduates are not 
all cast in a single mold. All jobs do not call 
for the same specifications. The particular 
circumstances under which a job must be filled 
may greatly change the standard to be applied. 
To help bring about a closer relationship between 
the schools and business fir.ms, William Selden suggests 
1Barbour, Edna H., "Teaching Personal Traits and 
Business Skills Through Dramatization," Business Education 
Forum, vol. 14, February, 1960, p. 32. 
2Fernald, Henry B., "What the Business Man Wants of 
the High School Graduate," Eleventh Yearbook, The Commercial 
Education Association of the City of New York, 1941, p. 102. 
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that "By working with business and business organizations, 
business teachers can secure valuable assistance in devel-
oping a dynamic and flexible program which will capture 
the imagination and hold the interest of students.nl 
Many high school graduates have gone into a business 
office with no business preparation or understanding of the 
required skills and personality traits. Even students 
enrolled in the business courses often lack knowledge per-
taining to the occupational field, the duties they will be 
expected to perform, the salaries they will receive, and 
promotional possibilities. 
In order to eliminate, or at least reduce, the 
economic waste caused by this lack of vocational information, 
2 Estelle L. Popham advises business teachers to inform them-
selves about employment conditions in business and to give 
this information to students. 
The occupational survey secures for the business 
teacher a better appreciation and understanding of the 
problems of a business office and the business community 
in general. 
lselden, William, "Counseling Business Students by 
Using the Business Community," Business Education Forum, 
vol. 14, March, 1960, pp. 37-38. 
2Popham, Estelle L., "The Business Teacher's Responsi-
bility, Business Education Forum, October, 1960, p. 25. 
. ( 
Organization of the Study 
Chapter I of this study contains the statement and 
nature of the problem. A review of related literature 
comprises Chapter II. Chapter III includes a list of 
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the procedures used in completing the study, and Chapter IV 
sets forth a tabulated analysis of the results of the sur-
vey. The final chapter contains the summary of findings 
based on the data in this study. 
CHAPTER II 
REVIEW OF RELATED LITERATURE 
The business education curriculum should provide voca-
tional training in those vocations in which students will 
have a reasonable opportunity to obtain employment upon the 
completion of the program. It should be the aim of every 
school to offer a well-rounded curriculum that will meet 
the demands of the business community in which the students 
will be employed. 
In order to ascertain the types of employees required, 
and the variety of skills required in office set-ups, a 
survey of the various offices in the community is necessary. 
Business education must be based upon a realistic and 
continuous study of business and its trends. According to 
Eleanor A. Baker, 1 the placement program is one of the most 
essential aspects of a guidance department. She strongly 
recommends that the placement director be alert to changes 
in the community, and "the placement counselors be fully 
informed as to the needs of the employers and of the 
vacancies in business as they occur." 
Many studies of occupational opportunities have been 
made in the past. It is the purpose of this chapter to 
review a few of the more recent ones which are similar and 
related to the present survey. 
1Baker, Eleanor A., "Organization of Placement Depart-
ment," Fourteenth Yearbook, Eastern Commercial Teachers 
Association, Philadelphia, 1941, pp. 345-346. 
In 1959, Catherine A. Cole conducted a survey or 87 
business rirms in the Greater Lawrence area to determine 
job opportunities ror business education graduates and 
dericiencies or new employees. Among her rindings were 
the following: 
1. In order to secure applicants for jobs, recom-
mendations or other employees were used by 48.3 
percent or the employers; high school placement 
services, by 46 percent; and newspaper advertise-
ments, by 36.8 percent. 
2. Appearance and personality were considered by 
94.2 percent or the employers as important 
factors in obtaining a job. One-third of the 
employers considered part-time office experi-
ence unimportant. 
3. Two-thirds or the employers indicated that 
they administered pre-employment tests. 
4. The duties with which new bookkeeping employees 
had most difficulty were reconciling bank state-
ments and computing payrolls. 
5. One-half or the employers reported that their 
new stenographic employees had difficulty in 
composing letters; one-third indicated that 
their employees had difficulty in typing letters. 
6. Answering the telephone, filing, and checking 
invoices were areas in which one-third of the 
employers reported that beginning workers had 
difficulty. 
7. One-third of the businessmen found deficiencies 
in spelling, punctuation, and ability to write 
acceptable English. 
a. Failure to check work for accuracy, and the 
tendency to waste time were reported as defi-
ciencies by 42.5 percent of the business rirms 
included in the study. The failure or 
employees to use common sense was reported by 
37.9 percent of the employers. At least one-
rourth indicated that new employees evidenced 
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lack of initiative, lack of interest in work, 
failure to organize work properly, and 
inability to work under pressure. 
9. Comments made by the employers emphasized the 
need for greater stress on rusiness ethics in 
the high school curriculum. 
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In order to determine occupational opportunities for 
the business education graduates of local high schools, 
Sister Alice Louise Connolly conducted a survey of business 
firms located in the New Britain and Hartford Metropolitan 
areas of Connecticut. The pertinent findings of this study 
were as follows: 
1. Recommendations were used by 65 percent of the 
firms as a means to secure new employees. 
Employment agencies and advertisements were 
used by more than half the companies, and 46 
percent made use of high school placement 
agencies. Forty-four percent used letters of 
application as a means of securing employees. 
2. Typewriting tests were administered by 72 per-
cent of the firms, general aptitude tests by 
51 percent, stenography tests by 49 percent, 
and more than one quarter of the firms used 
intelligence and arithmetic tests. 
3. General impression at the time of the interview 
was considered most important by 68 percent of 
the respondents, appearance by 41 percent, and 
40 percent considered recommendations of 
teachers and principal most important. 
4. Salaries for beginning stenographers, general 
office clerks, typists, and bookkeepers ranged 
from $40 to $64 a week. Six percent of the 
respondents paid $65 or over as a beginning 
salary to stenographers. One percent paid $65 
1cole, Catherine A., A Survey of Greater Lawrence 
Business Firms to Determine Job Olportunities ?or Higf 
School Business!Graduates and:Def ciencies of iii Emp oyees, 
Master's Thesis, Boston University, 1959, pp: ~63. 
"' or over to general office clerks and typists, 
and three percent paid $65 or over to begin-
ning bookkeepers. 
5. One-third of the respondents considered 35 to 
49 words per minute an acceptable speed for 
typing, while another third required 50 to 69 
words per minute. The remaining third stressed 
accuracy rather than speed. 
s. The shorthand speed required by 15 percent of 
the employers was from SO to 80 words per 
minute, and a speed of 80 to 100 words per 
minute was expected by 37 percent. Only five 
percent of the firms required a speed over 
100 words per minute. Forty-three percent of 
the firms did not state any standard of speed 
because the dictaphone machine was used in 
their offices. 
7. Some of the skills in which high school 
graduates were found to be deficient were the 
following: spelling, 67 percent; lack of 
ability to write good English, 51 percent; 
insufficient knowledge of arithmetic, 41 per-
cent; inability to answer the telephone cor-
rectly, 40 percent; and poor penmanship, 
37 percent. 
8. The personality traits and work habits that 
employers felt should be given more emphasis 
in high school were the following: tendency 
to waste time, 46 percent; lack of interest 
in work, 34 percent; poor attendance, 33 per-
cent; failure to produce neat and attractive 
work, 26 percent; and tardiness, 23 percent. 
9. Sixty-five percent of the firms were willing 
to permit students to visit their plants on 
field trips, and 55 percent were willing to 
provide s¥eakers to address high school 
students. 
1connolly, Sister Alice Louise, Survel of Business 
Firms Located in New Britain and Hartford to Determine 
Occupational O~rtUnities ?or-Graduates or-the Business 
Delartments in ese Areas,~ster's Thesii,-sQston 
Un versity, !9s1, pp. 43-49. 
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A survey was made in 1953 by Ida-Marie Betti1 to deter-
mine some o£ the de£iciencies of new employees and to obtain 
suggestions o£ businessmen for improvement of the business 
education program. Some of the findings o£ the study are 
summarized as follows: 
1. Appearance and training were listed most £re-
quently as very important requisites for 
initial employment. 
2. Of the 34 employers who inserted requirements, 
27 designated the following as very important: 
attitude, personality, sincere interest in 
work, overall impression of objectives. 
3. Fifty-one percent administer tests before 
hiring applicants, while forty-nine percent do 
not rely on any form of test. 
4. Inability to compose letters was checked by 
40 employers; poor punctuation by 33; poor 
spelling by 31; and inability to write legibly 
and failure to check work for accuracy by 28 
employers. 
5. A lack of £iling knowledge was considered very 
common by 60 employers; insufficient skill in 
using adding machine by 59. 
6. Tardiness was regarded as very common by 58 
employers. 
7. Over 50 percent of the employers found the 
£ollowing very common: lack of initiative, 
tendency to waste time, poor organization of 
work, and lack of willingness to do little 
"extras." 
In 1952, Catherine E. Roche conducted a study to 
evaluate the business training program and to determine the 
activities and duties most frequently performed by office 
lBetti, Ida-Marie, A sur?ei of 128 Boston Business 
Firms to Determine Some of the De?!ciencies of New Office 
Employees, Master•s~sii, Boston University, 1903, 
PP• 37-41. 
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workers for curriculum revision purposes. The findings 
relative to methods used by respondents to secure new em-
ployees, requirements for employment, distribution of jobs, 
and deficiencies observed in new employees were as follows: 
1. Of the 80 businessmen responding, only 35 per-
cent used the high school guidance and place-
ment services most frequently as a means of 
securing applicants; 40 percent depended most 
frequently upon recommendations of employees. 
2. In hiring new employees, 74 percent of the 
respondents considered appearance to be the 
most important factor. 
3. The majority of respondents considered 50 
words per minute a minimum requirement for 
typing; 80 to 100 words per minute for 
stenography; and 50 words per minute for 
transcribing notes of average difficulty. 
4. The greatest number of job opportunities for 
both men and women were sales and general 
clerical work. Opportunities for women out-
numbered those for men both in general cler-
ical jobs and record-keeping jobs. The fewest 
opportunities for men were in office-machine 
and secretarial jobs. 
5. Honesty was considered most important for 
advancement in business. Accuracy was con-
sidered next in importance, even before skill 
and speed. 
6. Only 23 percent of the respondents indicated 
that employment tests were used. 
7. Thirty-six percent of the firms were willing 
to supply speakers for students in the busi-
ness course, and 51 percent were wifling to 
permit students to visit the firms. 
1Roche, Catherine E., Survet of 80 New Bedford Firms 
and Job-Activity Ana~sis ot Emp oyees-in-5elected New 
Biatora Businesses, sterTi Tb&sis, Boston UniversitY, 
1952, PP• 92-93. 
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A survey of businessmen in Framingham was conducted by 
1 Catherine E. Delaney to determine the effectiveness of the 
high school business curriculum. Thirty employers were 
interviewed and selected findings taken from the study were 
as follows: 
1. Nineteen of the 30 firms did not give employ-
ment tests to prospective employees. Of the 
11 firms using them, the most frequently used 
tests were typewriting, shorthand, intelli-
gence, and aptitude tests. 
2. The rate of speed required in typewriting was 
from 40 to 60 words per minute; the speed for 
stenography was from 80 to 100 words per 
minute. 
3. The most frequently used source to obtain 
employees was the high school placement ser-
vice; newspaper advertisements ranked second; 
and personal application third. 
4. Recommendations of teachers were most fre-
quently used, and more than half of the busi-
ness firms requested information regarding 
the scholastic, personal and attendance 
records of the pupils. 
5. The typewriter, adding and calculating machines 
were the most frequently used office machines. 
6. Accuracy was considered most important by the 
businessmen as this was stressed by 28 of the 
30 respondents. 
7. The most significant suggestion made by the 
businessmen for improving the business curricu-
lum was a review of arithmetic fundamentals in 
high school. 
In order to determine what the businessman expects of 
the beginning office worker, Agnes T. Quill conducted a 
lnelaney, Catherine E., A Survez of Businessmen in 
Framingham, Massachusetts, and of Recent Business GradUates 
From Framingham Hfg~ School to Determine the Effectiveness 
or-the Hifh Schoo us!ness CUrricUlum, Masteris Thesis, 
Boston Un versity, 1955, pp. 59-61. 
survey of 75 businessmen in the Berlin-New Britain Area of 
Connecticut. The major findings and conclusions of the 
study are listed as follows: 
1. The school placement service was used by 62 
percent of the firms to obtain employees, and 
personal application ranked second. 
2. Thirty-five of the businessmen used a steno-
graphic, typewriting, or clerical employment 
test when hiring new employees. 
3. Business English was the subject listed most 
frequently as needing greater emphasis. 
4. Of the factors needing greater emphasis, the 
ability to follow directions was most fre-
quently mentioned. 
5. Stenographic wages ranged from $30 to $50; 
clerical wases from $28 to $47; bookkeeping 
wages from $32 to $75. 
6. Sales positions and general clerical positions 
offered the greatest number of opportunities 
for men and women. 
7. The Burroughs adding machine was more commonly 
used than any other calculating machine. 
a. The I.B.M. electric typewriter was used by 41 
percent of the firms; the Royal electric was 
used by only three companies; and the Underwood 
electric was used by only one of the 75 firms.l 
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In 1952, a survey of 20 business firms was conducted by 
Laura Brown to determine acceptable, current standards for 
work in offices; the most important machine areas and the 
degrees of proficiency required; the most important defi-
ciencies in skills and personal qualities presently found in 
employees. The questionnaire was divided into six sections. 
i~uill, Agnes T., Survey of 75 Businessmen in the Berlin-
New Britain Area of Connect!Cu~to-netermine Wha~the Busi-
nessman Expe~or-the Beg1nnins-oftice Worker, Master~ 
Thesis, Boston University, 1953, pp. 57-60. 
The first section revealed that there is a wide dis-
tribution and high frequency of duties tor beginning office 
employees. The machines most frequently used are the type-
writer, the adding-listing machine, and the duplicating 
machine. 
Another section of the questionnaire inquired as to 
15 
whether or not restrictions were placed on the types of work 
given to beginning employees. Of the 20 firms, 16 indicated 
that they rarely or never employ a beginner as a stenographer 
or a bookkeeper. 
In order to determine the areas of greatest deficiency 
in personal qualities and in the abilities of the employees, 
the employers were requested to check definite deficiencies 
of their employees. Spelling ranked first on the list of 
deficiencies; accuracy followed close behind spelling, with 
attendance, punctuality, and the assuming of responsibility 
next in order. Penmanship and vocabulary concluded the 
list of significant responses. 
Typewriting and shorthand speed requirements were 
similar to those listed in previous studies with slight 
variations. 
Reports of machine training indicated that emphasis 
should be on speed and accuracy of addition and multiplica-
tion. Extensive and intensive training should be given on 
one of the machines.1 
larown, Laura A.,'~ Survey of 20 Business Firms," The 
Balance Sheet, September, 1952, pp. 11-14. 
Barbara Walsh1 conducted a survey o£ business £irms in 
Natick in 1951 with implications £or improving the business 
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education curriculum. Based on an analysis o£ the data pre-
sented, pertinent £indings taken £rom the study were as 
£ollows: 
1. Personal application was reported by 57 percent 
o£ the employers as presenting the best oppor-
tunity £or the high school graduate to find 
initial employment. 
2. When considering hiring new employees, 50 per-
cent o£ the employers reported contacting schools. 
Employment agencies were not reported as being 
used to a noticeable degree by employers. 
3. Stenographic, bookkeeping and general clerical 
£ields hold greatest employment possibilities 
£or girls, while selling positions o££ered 
greatest possibilities £or boys. 
4. Possibilities £or £ind1ng positions in business 
machine operations in Natick were very limited. 
5. According to the employers, English, mathematics, 
bookkeeping and spelling were the subjects that 
needed greater emphasis. 
6. A sense o£ responsibility is the £actor which a 
majority of employers feel needs to be developed. 
Accuracy and courtesy are £actors which also 
need greater attention. 
A study was made by Gunhild Augusta Carlson to determine 
the employability o£ high school business graduates; to dis-
cover the strong and weak points in the business curriculum; 
and to discover the steps by which business and schools can 
get together to improve existing conditions. 
1walsh, Barbara, A Community Survey o£ Business Firms 
with Implications £or Improving the Business Education 
~ram of Natick Hi~h School, litick~ Massachusetts, 
las er*s~esis, Bos on University, 1~51, pp. 74-75. 
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In this study an attempt was made to compare the stand-
ards of 60 selected businessmen for beginning office employees 
with the actual training given business students in high 
schools. 
From the findings and conclusions of the study, it is 
evident that businessmen in general are willing and eager to 
cooperate with the high schools in the business training of 
the students. 
There is almost complete agreement among these business-
men as to the necessity for the school to develop a well-
integrated personality as well as job competencies in their 
students. The most outstanding traits to be developed are 
listed in the order of their importance as summarized from 
the replies given by the businessmen: sense of responsi-
bility, courtesy, office manners, attitude toward work, less 
confidence in their own importance, a greater desire to work 
and earn advancement. 
There is almost unanimous agreement among these business-
men that the schools are successfully developing proficiency 
in business subjects. However, there is also emphatic 
agreement on the point that speed without accuracy is 
1 
valueless. 
1
carlson, Gunhild Augusta, Reactions of Selected (60) 
Business Men Relative to the Employability-of Hfgb SchoO! 
Susiness COUrse Graduat9s~ster 1 s Thesis,-sos on University, 
1946, pp. 48-51. 
From the findings and conclusions of the studies 
reviewed in this chapter, it is evident that the business 
education department of a school must assume the responsi-
bility of securing information regarding occupational 
opportunities in the community. 
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The procedures used to conduct the survey of selected 
business firms on the north shore are presented in Chapter III. 
CHAPTER III 
METHODS AND PROCEDURES 
Outline of Procedural Steps 
The following steps were taken in conducting the survey 
of selected business firms on the north shore: 
1. As background material for this study, related 
literature was reviewed and analyzed. 
2. After analyzing the related research, a list of 
subordinate problems was formulated in order to obtain a 
clear concept of the factors involved in the solving of the 
major problem. 
3. A four-page questionnaire was prepared and presented 
to a seminar group at Boston University for suggestions and 
revisions. 
4. A letter of transmittal was prepared explaining the 
purpose of the survey. 
5. The revised questionnaire and letter of transmittal 
were sent to 200 business firms on the north shore. 
6. Four weeks after sending out the questionnaires a 
follow-up letter was mailed to the fi~s not responding. 
7. The data from the completed questionnaires were 
tabulated and analyzed. 
a. A summary of findings and recommendations were made 
based on the analysis of the data of the survey. 
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Explanation of Specific Steps 
Preparation ~ ~ Questionnaire. Care was taken that 
the questionnaire be brief, yet inclusive, so that most of 
the items could be answered by the use of check marks to 
facilitate the completion of the form by the respondent, and 
to expedite tabulation of responses. 
Selection £! Business Firms. A list of firms located on 
the north shore was obtained from the New England Manufac-
turers Directory. The Salem and Peabody Chamber of Commerce 
~partments were contacted to obtain the names of firms 
located on the north shore and other statistical data. Both 
large and small firms were included in the study. 
On October 11, 1960, the questionnaires and letters of 
transmittal were sent to 200 business firms on the north 
shore. Although 105 questionnaires were returned, ten were 
not filled out due to the fact that the number of office 
workers was too small to be of any value to the study. Others 
were not sufficiently completed to be of any use. 
Follow-up ~ ~ Questionnaire. Four weeks later, a 
follow-up letter was sent to the firms that failed to respond. 
Of the questionnaires that were returned, 85 were considered 
satisfactory and complete enough for analysis. 
The data obtained from these questionnaires are 
tabulated and analyzed in Chapter IV. 
CHAPTER IV 
ANALYSIS AND INTER·PRETATION OF DATA 
In order to determine occupational opportunities tor 
business education graduates of local high schools and to 
ascertain some ot the deficiencies observed in beginning 
office workers, a survey was made of selected business firms 
on the north shore. The instrument used to obtain this 
information was a carefully·devised questionnaire. It is 
the purpose of this chapter to set forth the results of the 
survey. 
As indicated in Table I, the largest group responding 
to the questionnaire consisted of 27, or 32 percent, of the 
firms engaged in manufacturing. Thirteen, or 15 percent, of 
the firms were classified as banking; nine, or 11 percent, 
were in the field of insurance. Eight firms were engaged in 
retail trade and four firms in each of the following fields: 
wholesale distributing, electronics, and hospitals. The 
remaining 16, or 18 percent, ot the firms were classified as 
public utility, printing, general contracting, employment 
agencies, mercantile, newspaper, business service, civil 
service, finance, and electrical contracting. 
From the results of Table I, it can be concluded that 
over 50 percent ot the business firms represented in the 
survey were engaged in manufacturing, banking, and insurance. 
" 
TABLE I 
TYPE OF BUSINESS FIRMS 
REPRESENTED IN THE SURVEY 
Type o:r Business Number o:t Firms 
Manufacturing 27 
Banking 13 
Insurance 9 
Retail Trade 8 
Wholesale Distributing 4 
Electronic 4 
Hospital 4 
Public Utility 3 
Printing 3 
General Contracting 2 
Employment Agency 2 
Mercantile 1 
Newspaper 1 
Business Service 1 
Civil Service 1 
Finance 1 
Electrical Contracting 1 
Totals 85 
22 
Percent 
32 
15 
11 
9 
5 
5 
5 
4 
4 
2 
2 
1 
1 
1 
1 
1 
1 
100 
Number of 
TABLE II 
NUMBER OF OFFICE EMPLOYEES 
IN THE FIRMS SURVEYED 
Office Employees Number of Firms 
1 
- 5 35 
6 - 10 10 
11 - 25 12 
26 - 50 11 
51 
- 100 6 
101 - 200 4 
201 - 300 3 
301 - 400 2 
401 
- 500 1 
501 - over 1 
Totals 85 
Percent 
41 
12 
14 
13 
7 
5 
4 
2 
1 
1 
100 
In order to determine the relative size of the firms 
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represented in the survey, the employers were asked to list 
the approximate number of employees engaged in office work. 
Reference to Table II will show that 35, or 41 percent, 
of the firms employed five or :rawer office workers. Thirty-
three, or 39 percent, of the firms employed 6 to 50 office 
workers. Only 17, or 20 percent, of the firms responding 
to the questionnaire employed over 50 office workers. This 
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would indicate that at the time of the survey, the number of 
very large firms on the north shore was comparatively small. 
In replying, several of the employers attributed this to the 
fact that their main offices were located in and around 
Boston. This in itself would account for the large number 
of small offices on the north shore. 
TABLE III 
NUMBER OF HIGH SCHOOL BUSINESS GRADUATES 
EMPLOYED EACH YEAR 
Number of Total 
Employees Number of Firms Employees 
0 23 0 
l 18 18 
2 8 16 
3 6 18 
4 6 24 
5 3 15 
6 1 6 
7 1 7 
10 ll 110 
15 1 15 
20 1 20 
40 2 80 
50 1 50 
70 1 70 
75 1 75 
Number varies 1 0 
Totals 85 524 
Table III shows that the number of office positions 
available to high school business graduates is over 500. 
This number may be considered rather large in spite of the 
fact that the number of small offices on the north shore 
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far exceeds the large. As indicated in Table III, 23 firms 
do not hire high school business graduates. Several of the 
firms falling into this category stated that the office force 
was very small; therefore, the office turnover was likewise 
small. Of the 61 firms that employ high school business 
graduates, the average number of employees is nine. 
It was interesting to note that of the 524 office posi-
tions available to high school graduates, over 400 were in 
19 firms that hire ten or more employees. 
Number of 
Students 
0 
1 
2 
3 
4 
5 
6 
TABLE IV 
NUMBER OF HIGH SCHOOL STUDENTS 
EMPLOYED IN PART-TIME OFFICE WORK 
Number of Total 
Firms Employees 
55 0 
13 13 
7 14 
3 9 
1 4 
2 10 
1 6 
Did not specify 3 0 
Totals as 56 
The employers were asked to specify whether or not they 
hired high school students as part-time employees. According 
to Table IV, only 30, or 35 percent, of the firms stated that 
they did. Of the firms responding, 13 hire only one student 
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for part-time office work. Ten firms employ two or three 
students, while the remaining seven hire from three to six 
part-time workers. Three firms did not answer this question. 
TABLE V 
SOURCES USED BY THE FIRMS 
TO SECURE NEW EMPLOYEES 
Source Number of Firms 
High School placement 42 
service 
Recommendations of 42 
other employees 
Personal application 41 
of graduates 
Advertisements 38 
Employment agencies 26 
Other 4: 
Percent 
50 
50 
48 
45 
31 
5 
Table V reveals the sources used by the firms to secure 
new employees. As indicated in this table, the two sources 
used most frequently were the high school placement service 
and recommendations of other employees. Both sources were 
used by 42, or 50 percent, of the firms. Very close to these 
was the personal application of graduates with 41, or 48 per-
cent, of the firms depending upon this method to secure 
employees. Advertisements were used by 38, or 45 percent, 
of the employers, while 26, or 31 percent, relied upon 
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employment agencies. Four of the business firms used other 
sources not listed on the questionnaire. Two of these firms 
selected their employees from the list of those who had passed 
civil service examinations; one firm consulted secretarial 
schools through an interview program and another firm speci-
fied that the office force was replenished by the promotion 
of salesgirls. Several of the employers checked more than 
one source in securing new employees. 
An examination of Table VI reveals the importance of 
various factors in the initial employment of high school 
graduates. The results of the tabulation are shown with data 
arranged according to the frequency of the "very important" 
responses. 
Seventy-four percent of the employers felt that the 
result of the interview was of primary importance, whereas 
22 percent considered it an important factor. No employer 
rated this factor as unimportant in selecting personnel. 
Forty-four percent of the employers indicated recommendations 
of teachers and school principal as very important, 38 percent 
! 
considered this factor as im~ortant, and four percent checked 
this factor as unimportant. 
Thirty-five percent of the employers were of the opinion 
that high school record was a very important determinant in 
selecting new employees, 39 percent rated it as important, and 
only seven percent considered this factor unimportant in the 
initial employment of high school graduates. 
TABLE VI 
THE IMPORTANCE OF VARIOUS FACTORS IN THE 
INITIAL EMPLOYMENT OF HIGH SCHOOL GRADUATES 
Very 
28 
Employment Important Important Unimportant 
Factors (Percent) (Percent) (Percent) 
Results of interview 74 22 0 
Recommendations of teachers 44 38 4 
and principal 
High School Grades 35 39 7 
Results of employment tests 27 21 8 
Part-time office experience 13 40 20 
Other 9 
Twenty-seven percent of the employers checked results of 
employment tests as very important, whereas 21 percent con-
sidered this factor as important, and only eight percent 
rated it as unimportant. 
Only 13 percent of the respondents felt that part-time 
office experience was a very important factor in hiring new 
employees, 40 percent considered it important, and 20 percent 
looked upon this factor as unimportant. 
Other factors rated as very important, although not 
listed on the questionnaire, were indicated by the respond-
ents. These included the following: attendance record in 
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high school, trial period, general appearance and composure, 
health, hospital experience and the passing of civil service 
examination. 
TABLE VII 
TYPES OF EMPLOYMENT TESTS 
USED IN SELECTING PERSONNEL 
Type of Test Number of Firms 
Typewriting 38 
Stenographic 27 
Clerical Aptitude 19 
Intelligence test 13 
Other 12 
None 30 
Percent 
45 
32 
22 
15 
14 
35 
Table VII summarizes the types of employment tests used 
by the employers in selecting personnel. Fifty-five, or 65 
percent, of the firms reported the use of some type of employ-
ment test in hiring new employees. The typewriting test was 
used most frequently by the employers with 38, or 45 percent, 
of the firms reporting the use of this test. Next in fre-
quency was the shorthand test which was used by 27, or 32 
percent, of the firms responding. The clerical aptitude test 
was administered by 19, or 22 percent, while 13, or 15 per-
cent, required new employees to take an intelligence test. 
Several of the employers listed other types of tests which 
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were not listed on the questionnaire. Some of the tests men-
tioned by the respondents were as follows: arithmetic, 
spelling, general aptitude, temperamental, general aptitude 
test battery, and the personal interview test. One employer 
specified a two-week trial period as an important deter-
minant in selecting personnel. 
TABLE VIII 
TIPEWRI'l'ING SPEED EXPECTED 
OF BEGINNING EMPLOYEES 
Words per Minute Number of Firms 
40 - 49 26 
50- 59 14 
60 - 69 10 
70 or over 4 
Did not specify 31 
Totals 85 
Percent 
31 
16 
12 
5 
36 
100 
In order to ascertain the degree of skill expected of 
the high school graduate by the businessmen, the employers 
were asked to specify what they considered to be an accept-
able speed for typing material of average difficulty. 
Table VIII sets forth the different levels of typewrit-
ing speed as indicated by the employers. The speed with the 
highest frequency fell within the range of 40-49 words per 
"' 
31 
minute, with 26, or 31 percent, of the respondents indicating 
this standard. Fourteen, or 16 percent, of the employers 
required a speed of 50-59 words per minute, whereas 10, or 
12 percent, checked 60-69 words per minute as an acceptable 
speed for beginning workers. Only four of the respondents 
expected a typing speed of 70 words per minute or over. 
Several businessmen stated that they depended more upon 
accuracy and efficiency than speed. A few indicated that 
neatness and accuracy were of more importance to them than 
speed. Thirty-one firms did not answer this question. 
TABLE IX 
SHORTHAND SPEED EXPECTED 
OF BEGINNING EMPLOYEES 
Words per Minute Number of Firms 
Under 60 2 
60 - 65 6 
70 - 80 20 
90 - 100 10 
Over 100 2 
Did not specify 45 
Totals 85 
Table IX reports the shorthand speed 
Percent 
2 
7 
24 
12 
2 
53 
100 
that was considered 
acceptable by the firms responding. The speed with the high-
est frequency fell within the range of 70-80 words per minute, 
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with 20, or 24 percent, o£ the £irms checking this speed as 
acceptable £or beginning workers. Only two o£ the employers 
considered a shorthand speed o£ under 60 words per minute as 
satis£actory, whereas six desired a speed o£ 60-65 words per 
minute. Ten £irms required their beginning stenographers to 
take shorthand at 90-100 words per minute. Only two o£ the 
employers expected new stenographers to be able to take 
dictation at a speed o£ over 100 words per minute. 
Forty-£ive o£ the £irms did not answer this question. 
A £ew stipulated that they considered accuracy more important 
than speed. 
The employers were asked to provide in£ormation concern-
ing beginning salaries o££ered to high school graduates 
employed as stenographers, bookkeepers, typists, and general 
clerks. 
Table X on the £ollowing page indicates that 19, or 22 
percent, o£ the £irms responding to this question o££ered 
high school graduates employed as stenographers a beginning 
salary ranging £rom $50 to $54 weekly. This range repre-
sented the highest £requency cheeked by the employers. No 
£irm o££ered less than $40 as a beginning weekly salary. 
Twelve o£ the respondents speei£ied a weekly salary o£ from 
$40 to $49 and six employed their new stenographers at a 
salary of from $55 to $59 per week. Nine firms indicated a 
beginning weekly salary o£ from $60 to t64, while four were 
Salary 
$35 - $39 
$40- $44 
$45 - $49 
$50 - $54 
$55 - $59 
$60 - $64 
$65 .. over 
TABLE X 
WEEKLY SALARIES OFFERED 
TO BEGINNING STENOGRAPHERS 
Number of Firms 
0 
5 
7 
19 
6 
9 
4 
Did not specify 35 
Totals 85 
33 
Percent 
0 
6 
8 
22 
7 
ll 
5 
41 
100 
willing to pay $65 and over to beginning stenographers. 
Thirty-five, or 41 percent, of the firms did not answer this 
question. 
Table XI summarizes the information regarding initial 
salaries offered to high school graduates employed as book-
keepers. The salary checked most frequently by the firms 
responding tell within the $50 to $54 range, with 16, or 19 
percent, of the firms offering this wage to beginning 
employees. Sixteen firms quoted weekly salaries ranging 
from $40 to $49. Seven of the respondents indicated a 
weekly beginning salary of $55 to $59; four paid $60 to $64 
a wee~and six firms were willing to pay $65 or over to 
beginning bookkeepers. No firm paid less than $40 to new 
employees. Thirty-six, or 42 percent, of the firms did not 
answer this question. 
Salary 
$35 - $39 
$40 - $44 
$45 - $49 
$50 - $54 
$55 - $59 
$60 - $64 
$65 - over 
TABLE XI 
WEEKLY SALARIES OFFERED 
TO BEGINNING BOOKKEEPERS 
Number of Firms 
0 
7 
9 
16 
7 
4 
6 
Did not specify 36 
Totals 85 
Percent 
0 
8 
11 
19 
8 
5 
7 
42 
100 
The results of Table XII show that 15, or 18 percent, 
of the firms offered a weekly salary to beginning typists 
ranging from $40 to $44 per week and the same number of 
respondents offered $50 to $54 weekly. Only one firm paid 
less than $40 to a beginning typist. Nine, or 11 percent, 
Salary 
$35 - $39 
$40 - $44 
$45 - $49 
$50 - $54 
$55 - $59 
$60 - $64 
$65 - over 
TABLE XII 
WEEKLY SALARIES OFFERED 
TO BEGINNING TYPISTS 
Number or Firms 
1 
15 
9 
15 
6 
2 
2 
Did not speciry 35 
Totals 85 
35 
Percent 
1 
18 
11 
18 
7 
2 
2 
41 
100 
of the employers reported that they paid from $45 to $49 per 
week. Six of the rirms responding indicated that their 
initial pay was between $55 and $59, two rirms ofrered a 
weekly salary of $50 to $54, and two rirms were willing to 
pay a beginning typist $65 and over per week. Thirty-five 
rirms did not answer this question. 
The information regarding salaries orfered to high school 
graduates employed as general clerks is summarized in Table XIII. 
The salary checked most frequently fell within the $50 to $54 
range. TWenty-two, or 26 percent, or the firms paid this ini-
tial salary per week. In comparing Tables X to XIII, it is 
Salary 
Under $35 
$35 
- $39 
$40 - $44 
$45 
- $49 
$50 - $54 
$55 - $59 
$60 - $64 
$65 - over 
TABLE XIII 
WEEKLY SALARIES OFFERED 
TO BEGINNING GENERAL CLERKS 
Number of Firms 
1 
0 
18 
14 
22 
5 
3 
1 
Did not specify 21 
Totals 85 
36 
Percent 
1 
0 
21 
16 
26 
6 
4 
1 
25 
100 
interesting to note that in the stenographic area the highest 
frequency at the same salary range was 19; in the bookkeeping 
area, 16; and in the typing area, 15. 
Only one firm reporting salaries for general clerks 
offered less than $35 per week to a new employee. No firm 
indicated paying from $35 to $39 weekly. Fourteen, or 16 
percent, of the firms paid from $45 to $49 to beginning 
workers, and five or the respondents indicated that the ini-
tial salary offered to new employees was between $55 and $59. 
Three firms were willing to pay from $60 to $64, and one 
employer indicated a beginning salary of $65 and over. 
Twenty-one firms did not answer this question. 
TABLE XIV 
FIRMS OFFERING ON-THE-JOB TRAINING PROGRAMS 
IN VARIOUS AREAS 
Area Number of Firms Percent 
I.B.M. Key Punch 12 14 
Sorting 10 12 
Photocopy 6 7 
Collating 5 6 
Flexowriter 2 2 
Auto typist 1 1 
Other 13 15 
None 27 32 
Table XIV summarizes the responses of the firms that 
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offered on-the-job training programs in various areas. Twelve 
firms indicated that beginning employees were trained to 
operate the I.B.M. Key Punch and ten firms trained their 
employees to use the sorting machine. The use of the photo-
copy was taught by six firms and the collating machine by 
five. Two firms trained their employees in the use of the 
flexowriter and one firm offered training as an autotypist. 
38 
On-the-job training programs in other areas not speci-
fied on the questionnaire were offered by 13 different firms. 
These included the following machines: Bank Bookkeeping 
Machines, National Cash Register Accounting Machines, Verifax, 
Calculators, Switchboard, Dictaphone, and the I.B.M. Proof 
Machine. 
Twenty-seven firms stated that they did not conduct 
on-the-job training programs. 
TABLE XV 
TYPEWRITERS USED IN THE BUSINESS OFFICES 
Number of Firms 
Make of Machine Manual - Electric Percent 
Royal 59 21 94 
Underwood 25 11 42 
L. c. Smith 17 6 27 
Remington Rand 15 5 24 
I. B. M. 
-
32 38 
Other 3 
-
4 
In an effort to determine which office machines should 
be given more emphasis, the respondents were asked to report 
on the types and makes of office machines used in their firms. 
Tables XV through XXI summarize the data received in response 
to questions concerning office machines. 
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Table XV indicates that the Royal typewriter was in use 
by 94 percent of the firms reporting. Next in frequency was 
the Underwood typewriter with 42 percent reporting its use 
in their offices. The L. c. Smith was checked by 27 percent 
of the firms; the Remington Rand, by 24 percent; and the 
I. B. M. electric, by 38 percent. The Olympia and the Adler 
typewriters, not listed on the questionnaire, were used by 
two and one firms respectively. 
TABLE XVI 
DUPLICATING MACHINES USED IN THE BUSINESS OFFICES 
Make of Machine Number or Firms Percent 
A. B. Dick Mimeograph 22 26 
Ditto 17 20 
Multilith 11 13 
standard 5 6 
Rex-o-graph 2 2 
Other 13 15 
None 4 5 
The results from Table XVI indicate that the A. B. Dick 
Mimeograph was used in 22, or 26 percent, of the firms 
included in the study. The Ditto was next in frequency with 
17, or 20 percent, of the firms indicating the use of this 
duplicating machine in their offices. Five firms reported 
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the use of the Standard; two, the Rex-o-graph duplicator; and 
13 firms indicated using other duplicators not listed on the 
questionnaire. Among these were the following: DeJur Grundig, 
Speed-0-Print, Thermofax, Verifax and Speed-0-Line. At the 
time of the study, four firms did not use duplicating machines 
in their offices. 
TABLE XVII 
FULL-KEYBOARD ADDING MACHINES 
USED IN THE BUSINESS OFFICES 
Make of Machine Num.be r of Firms 
Burroughs 
Allen-Wales 
National 
Munroe 
Clary 
Vietor 
Friden 
Marchant 
Remington Rand 
Other 
None 
27 
15 
14 
12 
11 
7 
7 
6 
5 
5 
5 
Percent 
32 
18 
16 
14 
13 
8 
8 
7 
6 
6 
6 
Table XVII shows that the Burroughs full-keyboard add-
ing machine was used by 27, or 32 percent, of the firms sur-
veyed. The Allen-Wales was used by 15 firms, the National 
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by 14, the Monroe by 12, and the Clary by 11. The Vietor and 
Friden machines were used by seven firms, the Marchant by six, 
and the Remington Rand by five. Other full-keyboard adding 
machines reported in use were the Smith-Corona, the R. c. Allen, 
and the Burroughs Teller. Five respondents stated that their 
firms did not use full-keyboard adding machines. 
TABLE XVIII 
TEN-KEY ADDING MACHINES 
USED IN THE BUSINESS FIRMS 
Make of Machine Number of Firms 
Burroughs 22 
Remington Rand 21 
Friden 15 
Underwood Sundstrand 11 
Monroe 11 
Olivetti 7 
Vietor 7 
Marchant 4 
Other 9 
None 2 
Percent 
26 
25 
18 
13 
13 
8 
8 
5 
11 
2 
The data on ten-key adding machines are presented in 
Table XVIII. The Burroughs was listed as being used by 22, 
or 26 percent, of the firms and the Remington by 21, or 25 
percent. The Friden was used by 15 firms, the Underwood 
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Sundstrand and the Monroe by 11, and the Olivetti and Victor 
by seven. Four firms reported using the Marchant adding 
machine. Among the other adding machines reported in use 
were the Clary, the Add-o-x, the Everest, the R. c. Allen, 
and the Odhner. Two firms stated that they did not use ten-
key adding machines at the time of the study. 
TABLE XIX 
KEY-DRIVEN CALCULATORS 
USED IN THE BUSINESS FIRMS 
Make of Machine Number of Firms 
Comptometer 16 
Munroe 15 
Burroughs 14 
Olivetti 5 
Plus 2 
None 6 
Percent 
19 
18 
16 
6 
2 
7 
Information pertaining to key-driven calculators in 
use in the offices of the business firms is set forth in 
Table XIX. As can be seen in the table above, the Comptometer 
was used by 16 of the firms reporting, the Monroe by 15 firms, 
and the Burroughs by 14. Five firms reported the use of the 
Olivetti calculator in their offices and two firms used the 
Plus machine. At the time of the study, six firms indicated 
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that key-driven calculators were not used in the business 
offices. 
TABLE XX 
ROTARY CALCULATORS 
USED IN THE BUSINESS FIRMS 
Make of Machine Number of Firms 
Friden 
Monroe 
Marchant 
Victor 
None 
30 
15 
13 
2 
8 
Percent 
35 
18 
15 
2 
9 
Table XX presents data concerning rotary calculators in 
use in the offices of the business firms. Of the firms 
reporting, 30, or 35 percent, indicated the use of the Friden 
rotary calculator in their offices. Fifteen, or 18 percent, 
of the respondents reported the use of the Monroe, 13, or 
15 percent, utilized Marchant calculators, and two firms 
used a Victor machine. Rotary calculators were not used in 
eight firms at the time of the study. 
Table XXI on the following page includes a list of 
miscellaneous machines used in the offices of the business 
firms included in the study. The t·elephone switchboard 
was reported in use by 38, or 45 percent, of the firms, the 
Check Protector by 36 firms, and the Addressograph by 24:. 
TABLE XXI 
MISCELLAN~OUS MACHINES 
USED Ill THE BUSIHESS FIRMS 
Make of Machine Number of Firms 
Telephone Switchboard 38 
Check Protector 36 
Addressograph 24 
I. B. M. Key Punch 19 
National Cash Register 17 
Burroughs Bookkeeping 14 
National Bookkeeping 12 
Elliott-Fisher Bookkeeping 4 
Stenotype 1 
Other 4 
44 
Percent 
45 
42 
28 
22 
20 
16 
14 
5 
1 
5 
Nineteen firms indicated the use of the I. B. M. Key Punch 
in their offices, 17 firms used the National Cash Register, 
14 used the Burroughs Bookkeeping machine, and 12 firms 
used the National Bookkeeping machine. The Elliott-Fisher 
Bookkeeping machine was used by four firms and the Stenotype 
by one. Other machines not listed on the questionnaire 
were the Olympia Billing machine and the Underwood 
Sundstrand machine. Three firms used the former and one 
used the latter. 
TABLE XXII 
DUTIES WITH WHICH NEW BOOKKEEPING 
EMPLOYEES HAVE DIFFICULTY 
Duties Number of Firms 
Locating and correcting 33 
errors 
Accuracy and speed in 22 
arithmetic fundamentals 
Accuracy in recording and 20 
posting 
Application of bookkeeping 17 
principles 
Comprehension of directions 16 
Retention of theoretical 14 
knowledge 
Interpretation of reports 14 
Adapting non-machine procedures 8 
to machine techniques 
45 
Percent 
39 
26 
23 
20 
19 
16 
16 
9 
Table Dli sets forth information in regard to the 
duties with which new bookkeeping employees have difficulty. 
The duty checked most frequently by the employers per~ained 
to locating and correcting errors with 33, or 39 percent, 
reporting this difficulty. Twenty-two, or 26 percent, of 
the firms indicated difficulty in accuracy and speed in 
arithmetic fundamentals, while 20, or 23 percent, observed 
difficulty in recording and posting. The application of 
bookkeeping principles was reported as a difficulty by 17, 
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or 20 percent, of the employers. Sixteen, or 19 percent, of 
the respondents observed difficulty on the part of employees 
in comprehension of directions. Retention of theoretical 
knowledge and interpretation of reports were both cheeked by 
14, or 16 percent, of the employers as duties with which new 
employees have difficulty. Only eight, or nine percent, of 
the firms observed difficulty in adapting non-machine pro-
cedures to machine techniques. 
As indicated in Table XXIII, the difficulty reported 
most frequently by the firms in the stenographic area was 
the application of punctuation and grammar. Thirty•seven, 
or 43 percent, of the respondents checked this difficulty. 
According to 31, or 36 percent, of the employers, beginning 
stenographers bad difficulty in composing letters at the 
typewriter; 18, or 21 percent, of the respondents observed 
difficulty in taking dictation in shorthand and transcribing; 
and 13, or 15 percent, reported difficulty in transcribing 
from records. The employees of 11, or 13 percent, of the 
firms responding found difficulty in typing directly as 
material was being dictated. Other areas of difficulty in 
the stenographic field listed by the respondents included 
the following: initiative, logic, spelling and terminology. 
TABLE XXIII 
DUTIES WITH WHICH NEW STENOGRAPHIC 
EMPLOYEES HAVE DIFFICULTY 
Duties Number o£ Firms 
Application o£ punctuation 37 
and grammar 
Composing letters at the 31 
typewriter 
Taking dictation in shorthand 18 
and transcribing 
Transcribing £rom records 13 
Typing directly as material is 11 
being dictated 
Other 9 
47 
Percent 
43 
36 
21 
15 
13 
11 
Table XXIV on the following page sets forth the diffi-
culties reported by the businessmen in the area o£ typewrit-
ing. The duty checked most frequently was that of making 
neat erasures with 37, or 43 percent, of the employers 
reporting this difficulty in new employees. Typing £rom 
rough drafts was indicated as a difficulty by 20, or 24 per-
cent, of the respondents. Nineteen, or 22 percent, of the 
businessmen observed that beginning workers had difficulty 
in changing typewriter ribbons; 16, or 19 percent, were 
reported as having difficulty in typing letters; and 14, or 
16 percent, in typing numbers. Typing stencils and masters 
TABLE XXIV 
TYPEWRITING DUTIES WITH WHICH 
NEW EMPLOYEES HAVE DIFFICULTY 
Duties Number of Firms 
Making neat erasures 37 
Typing from rough drafts 20 
Changing typewriter ribbons 19 
Typing letters 16 
Typing numbers 14 
Typing stencils and master 12 
sheets 
Typing tabulations 12 
Typing statements and 11 
invoices 
Using multiple carbons 8 
Typing manuscripts and reports 7 
Typing telegrams and cablegrams 4 
Addressing envelopes 1 
Typing postal and index cards 1 
Typing form letters 1 
Percent 
43 
24 
22 
19 
16 
14 
14 
13 
9 
8 
5 
1 
1 
1 
was indicated as a difficulty by 12, or 14 percent, of the 
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businessmen, and the same number reported difficulty in 
typing tabulations. The employees of 11 firms, or 13 percent, 
evidenced difficulty in typing statements and invoices. Only 
eight firms observed difficulty in using multiple carbons and 
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seven in typing manuscripts and reports. The employees of 
four firms had displayed difficulty in typing telegrams and 
cablegrams. Addressing envelopes, typing postal and index 
cards, and typing form letters were each checked by one 
respondent who had observed these difficulties in new employees. 
TABLE XXV 
DUTIES WITH WHICH NEW GENERAL OFFICE 
EMPLOYEES HAVE DIFFICULTY 
Duties Number of Firms 
Answering telephone 26 
Filing material 23 
Receiving callers 22 
Cross-referencing 9 
Sorting and coding material 8 
Handling incoming and 4 
outgoing mail 
Percent 
30 
27 
26 
11 
9 
5 
As shown in Table XXV, the difficulty observed most fre-
quently in new employees in the general office area was that 
of answering the telephone. This difficulty was indicated 
by 26, or 30 percent, of the respondents. TWenty-three, or 
27 percent, of the firms reported that their general office 
workers had difficulty in filing material, and 22, or 26 
percent, indicated difficulty in receiving callers. Nine 
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firms indicated that their employees bad displayed difficulty 
in cross-referencing material. Eight employers observed 
difficulty in sorting and coding material and four observed 
difficulty in handling incoming and outgoing mail. 
Desirable personality traits, good work habits, and the 
ability to get along with others are factors of prime impor-
tance to employees in obtaining and holding positions. In 
order to help and advise students, the employers were asked 
to indicate the extent to which high school business gradu-
ates were found deficient in various factors. 
Table XXVI summarizes the information obtained from the 
questionnaire. Data are arranged according to frequency of 
responses in the column marked "some deficiency." 
Fifty-nine percent of the firms reporting observed some 
deficiency in the accuracy of beginning workers, eight percent 
observed a great deficiency in this factor, and only five per-
cent observed no deficiency in accuracy. Approximately one-
half of the employers indicated having observed some deficiency 
in the following areas: efficiency, following instructions, 
and initiative. One-third of the employees bad evidenced a 
lack of interest in work and dependability. The factor cheeked 
most frequently as having shown great deficiency was initiative 
with 15 percent of the respondents indicating this deficiency. 
In each .of the following areas between one-fourth and one-fifth 
of the employers stated that their employees showed some defi-
ciency: industry, cooperation, respect for authority, emotional 
"" 
TABLE XXVI 
THE EXTENT TO WHICH HIGH SCHOOL GRADUATES 
WERE FOUND DEFICIENT IN VARIOUS FACTORS 
A great Some 
Factor deficiency deficiency 
(Percent) (Percent) 
Accuracy a 59 
Efficiency 6 49 
Following instructions 1 45 
Initiative 15 42 
Interest in work 9 39 
Dependability 4 32 
Industry 4 29 
Cooperation 1 28 
Respect for authority 6 27 
Emotional stability 5 27 
Personal appearance 2 25 
Intelligence 1 24 
Neatness 5 21 
Loyalty 2 20 
Ability to get along 0 14 
with others 
Courtesy 2 11 
Honesty 0 6 
*Twenty-four firms did not specify. 
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No 
deficiency 
(Percent) 
5 
7 
16 
8 
20 
22 
19 
28 
32 
27 
34 
28 
33 
34 
45 
47 
49 
stability, personal appearance, intelligence, neatness, and 
loyalty. Approximately one-tenth of the firms included in 
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the study observed some deficiency in the ability to get 
along with others and courtesy among their employees. It is 
interesting to note that of all the factors listed, honesty 
had the lowest frequency with only six employers having 
observed some fo~m of dishonesty in this factor. Almost 50 
percent of the respondents indicated no deficiency in honesty. 
Twenty-four, or 28 percent, of the firms included in the 
study did not answer the question of deficiencies observed 
in beginning workers. 
Table XXVII gives information regarding the types of 
positions for which employers would hire male workers, and 
Table XXVIII indicates positions for which employers prefer 
female workers. As shown in these tables, over 70 percent 
of the employers prefer women as secretaries, typists, sten-
ographers and general clerks. No firm indicated hiring a 
male stenographer or secretary, only one employer preferred 
a male typist, and eight indicated a preference for male 
general clerks. Fifty-eight, or 68 percent, of the respond-
ents were willing to hire female bookkeepers and file clerks, 
while 17, or 20 percent, preferred male bookkeepers. No firm 
specified hiring male file clerks. Female workers were pre-
ferred as machine operators by 50, or 59 percent, of the 
firms, whereas 11, or 13 percent, would consider male workers 
for this type of position. Twenty-four, or 28 percent, 
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TABLE XXVII 
POSITIONS FOR WHICH EMPLOYERS PREFER MALE WORKERS 
Position Number ot Firms Percent 
Bookkeeper 17 20 
Sales Clerk 13 15 
Machine Operator 11 13 
General Clerk 8 9 
Typist 1 1 
Other 13 15 
Did not specify 10 12 
TABLE XXVIII 
POSITIONS FOR WHICH EMPLOYERS PREFER FEMALE WORKERS 
Position Number ot Firms Percent 
Secretary 66 '78 
Typist 66 '78 
Stenographer 63 '74 
General Clerk 62 '73 
Bookkeeper 58 68 
File Clerk 58 68 
Machine Operator 50 59 
Sales Clerk 24 28 
" 
Other 9 11 
5i 
of the firms would accept female employees as sales clerks, 
although 15 percent indicated a preference for male sales 
clerks. 
Several of the respondents reported other positions 
not listed on the questionnaire. Female workers were pre-
ferred as I. B. M. operators and messengers. The positions 
for which male employees were preferred included the follow-
ing: commercial tellers, office managers, selling agents, 
pricing clerks, and trainees. 
The results from Tables XXVII and XXVIII would indicate 
that the number and types of office positions available to 
female workers on the north shore far exceed those offered 
to male workers. 
TABLE XXIX 
NUMBER OF FIRMS THAT PROVIDE A REPRESENTATIVE 
TO ADDRESS HIGH SCHOOL STUDENTS 
Reply 
Yes 
No 
Did not specify 
Number of Firms 
20 
54 
11 
Percent 
The employers were asked if they were willing to pro-
vide a representative to address high school students. As 
can be seen in Table XXIX, 20, or 24 percent, of the firms 
replied in the affirmative, while 54, or 63 percent, gave a 
negative response. Thirteen percent o~ the ~irms did not 
answer this question. 
Reply 
Yes 
No 
TABLE XXX 
NUMBER OF FIRMS WILLING TO ALLOW 
STUDDT VISITS 
Number of Firms 
Did not speci~y 
39 
28 
18 
Percent 
46 
33 
21 
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The results of Table XXX indicate that approximately 
50 percent o~ the respondents were willing to allow small 
groups of students to visit their firms. Thirty-three per-
cent gave a negative response. A few of the employers 
explained that such visits would be hazardous; others stated 
that they would be inconvenient during working hours. 
Eighteen firms did not answer this question. 
In the check list sent to the business ~irms, the 
employers were asked to list any subjects which they ~elt 
should be added to the business curriculum and to give their 
reasons for suggested additions. The information received 
is summarized in Table XXXI on the following page. 
According to six of the businessmen, a course in the 
various office machines should be included in the curriculum 
since many beginning workers possess a knowledge of the use 
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TABLE XXXI 
SUBJECTS RECOMMENDED BY 33 EMPLOYERS 
Subject Number of Firms Percent 
Office Machines 6 7 
Business English 5 6 
Modern Bookkeeping 5 6 
Spelling 5 6 
Public Relations 3 4 
Business Arithmetic 3 4 
Filing 1 1 
Penmanship 1 1 
Money Management and l 1 
Applied Economics 
Business Law l l 
Business Etiquette l l 
Logic l l 
of the typewriter only. Business English was recommended by 
five of the respondents who stated that new employees are 
often lacking in the correct use of grammar, written and 
oral. A course in modern bookkeeping was suggested by five 
of the businessmen, and the same number of respondents 
indicated a very great needfor a course in spelling. 
Courses in public relations and business arithmetic were 
recommended by three employers in each area. Six of the 
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respondents felt that courses in filing, penmanship, money 
management and applied economies, business law, business 
etiquette, and logic should be given some consideration in 
the business curriculum. 
Training on the I. B. M. machine and the teaching of 
proper techniques in answering the telephone were each sug-
gested by one employer as having practical value in the 
business courses. 
Space was provided on the questionnaire to allow the 
employers to make additional suggestions concerning the 
preparation of students for business. A summary of these 
comments follows: 
All of the girls in the secretarial field 
need more understanding of office procedure and 
proper decorum. Most of them need to be taught 
how to organize their work, how to establish a 
follow-up system, and similar duties. They also 
need to know bow to handle visitors and telephone 
calls to be of real assistance to their bosses. 
May I suggest that you educate your business 
students in how to apply for a job? Most young 
people are very unjustly nervous. Sometimes a 
short chat will do, but more often than not this 
does not work. Personnel managers are very under-
standing and. usually very cooperative. 
Letters of application should be on white 
sta.tionery, with careful attention to proper 
spelling, punctuation, and English usage. Letters 
written on colored, flowered, or perfumed station-
ery will frequently be deposited in the waste 
basket. 
Typing must be perfect without erasures on 
the IBM Executive machine and a reasonable rate of 
speed ~s expected. 
There seems to be a flagrant disregard with 
respect to proper mode of dress, good grooming, and 
the general principles of good business etiquette. 
Shorts, slacks, sneakers, and sandals will 
automatically eliminate the applicant, regardless 
of scholastic standing, recommendation, or previous 
experience. 
They could use more Go - Go - Go. 
Instruct recent high school graduates that 
they must apply for a position in person and not by 
use of the telephone. However, for the purpose of 
making an appointment the telephone would be used. 
A most important factor is the ability to get 
along with girls in the office. Personality con-
flicts do much to upset a business office. 
Instruct job applicants in the proper dress 
in which to apply for work as well as the proper 
manner of meeting a prospective employer, viz., 
rising, shaking hands, not smoking, not chewing 
gum, male removing hat, sitting erect during inter-
view, stressing ability to do the job rather than 
the need of a job. 
We find high school girls are neat, courteous 
and honest. However, the~ are not so dependable in 
getting to work on time and in meeting deadlines. 
They are inclined to have their heads in the clouds. 
I think students should make field trips to 
various business firms in order to develop more 
insight. 
Either insist upon students completing their 
homework or give them less to be sure it is com-
pleted. They leave high school and enter the busi-
ness world with a "don't care" attitude which they 
acquired from homework assignments. This is my own 
conclusion after hearing and seeing students' reac-
tion to homework assignments. 
I suppose it's a lost cause and against the 
trend of the times, but if our beginning workers 
would concentrate on what they have to offer an 
employer, think in terms of giving and less of get-
ting, salary and security benefits would auto-
matically come to them in abundance. 
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One of the greatest lack in young employees is 
their failure to understand and appreciate that they 
are part of an organization now. If new employees 
would assume that everyone is willing to assist them 
and if they would ask questions, it would naturally 
aid the entire organization. 
In the opinion of the writer it would be very 
helpful to all students taking the business course 
to have some knowledge of the operation of various 
types of business machines other than the typewriter, 
regardless of whether or not they are planning to do 
only secretarial work and not general clerical work. 
We have set certain standards and have formed 
several conclusions. Neat, courteous and consider-
ate employees may not be so intelligent as some 
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other employees. However, customers and the person-
nel department are willing to overlook certain defi-
ciencies if they are sure that the employee is trying 
to be cooperative, sincere, and trying to give a con-
scientious consideration to responsibilities. 
There is at present a considerable lack of 
interest and industry in the work habits of many 
young people. Those who are most successful and 
who are happy in their work are those whose work 
habits include doing somewhat more than is required. 
It is of great importance to stress the fact 
that a mistake with us costs dollars to straighten 
out. Accuracy, above all, is important. 
Chapter V contains a summary of the findings of this 
study, and recommendations for improving the business 
education curriculum in the local high schools. 
C~P~RV 
SUMMARY OF FINDINGS AND RECO~TIONS 
This survey of selected business firms on the north 
shore was made to determine occupational opportunities for 
high school business graduates and to ascertain some of the 
deficiencies observed in beginning workers. 
It is the purpose of this chapter to summarize the data 
which were tabulated and analyzed in Chapter IV and to pro-
pose recommendations based on the findings of the study. 
The findings made as a result of analyzing the data were 
as follows: 
1. Fifty-eight percent of the business firms included 
in the survey were engaged in manufacturing, banking, and 
insurance. The remaining 42 percent of the firms included 
the following types of business: retail and wholesale trade, 
electronics, hospitals, public utility, printing, general 
contracting, employment agencies, mercantile, newspaper, 
business service, civil service, finance, and electrical 
contracting. 
2. Forty-one percent of the firms employed five or few~r 
office workers. Thirty-nine percent employed 6 to 50 office 
workers. Nineteen percent of the firms employed 51 to 500 
office workers, and only one firm employed over 500 workers. 
3. At the time of the study, there were available to 
high school graduates on the north shore slightly over 500 
full-time positions and approximately 56 part-time jobs 
annuall~.in the respondent firms. 
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4. In securing applicants for available jobs, the high 
school placement service and recommendations of other 
employees were used by 50 percent of the employers, the per-
sonal application of graduates by 48 percent, advertisements 
by 45 percent, and employment agencies by 31 percent. 
5. According to the findings of the study, 74 percent 
of the firms considered the results of an interview a very 
important factor in obtaining a job; no employer rated this 
factor as unimportant. Next in the order of frequency of 
very important factors were the recommendations of teachers 
and school principal, high school grades, results of employ-
ment tests, and part-time office experience. 
6. Two-thirds of the employers specified that they 
used pre-employment tests in selecting personnel. Typewrit-
ing tests were administered by 45 percent of the business-
men, stenographic tests by 32 percent, clerical aptitude 
tests by 22 percent, and intelligence tests by 15 percent. 
7. Approximately two-thirds of the employers indicated 
standards of achievement which they considered acceptable 
for beginning workers in typing material of average difficulty. 
Thirty-one percent of the respondents indicated a standard 
between 40 and 49 words per minute; 16 percent expected a 
speed between 50 and 59; while 12 percent required 60 to 69 
words per minute. Only five percent indicated a speed of 
70 words per minute and over for beginning typists. Thirty-
six percent did not specify any standard of achievement. 
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a. TWenty-four percent of the firms responding required 
a shorthand speed between 70 and 80 words per minute. Seven 
percent indicated a speed between 60 and 65 words per minute. 
Only two percent considered a shorthand speed under 60 words 
as satisfactory. TWelve percent of the firms required a 
speed between 90 and 100 words, and only two percent insisted 
upon a shorthand speed over 100 words per minute. Fifty-
three percent of the employers did not specify any standard 
of achievement. 
9. Salaries offered to beginning stenographers, book-
keepers, typists, and general office clerks ranged from $40 
to $65 weekly with one exception. Only one firm offered less 
than $40 to a beginning typist and to a general clerk. The 
average weekly salary paid to beginning stenographers and 
bookkeepers fell within the $50 and $54 range. The average 
weekly salary paid to beginning typists fell within the $45 
and $54 range, and the average weekly salary paid to begin-
ning general clerks fell within the $45and $49 range. 
10. On-the-job training programs were offered by 68 per-
cent of the firms included in the study. The areas of instruc-
tion included in these programs were the following: I. B. M. 
Key Punch, Sorting, Photocopy, Collating, Flexowriter, and 
the Autotypist. 
11. At the time of the study, the leading office machines 
in frequency of use on the north shore were as follows: 
a. Typewriter--Royal 
b. Duplicating machines--A. B. Dick and Ditto 
c. Full-keyboard adding machine--Burroughs 
d. Ten-key adding machines--Burroughs and 
Remington Rand 
e. Key-driven calculators--Comptometer, 
Munroe and Burroughs 
f. Rotary ealculator--Friden 
g. Miscellaneous machines--Telephone Switch-
board, Cheek Protector, Addressograph, 
I. B. M. Key Punch, National Cash Register, 
Burroughs and National Bookkeeping 
12. Duties with which one-fourth to one-third of the 
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new bookkeeping employeea had difficulty were locating and 
correcting errors, accuracy and speed in arithmetic funda-
mentals, and accuracy in recording and posting. Approximately 
one-fifth of the employers reported that beginning workers had 
evidenced difficulty in applying bookkeeping principles, com-
prehending directions, retaining theoretical knowledge and 
interpreting reports. 
13. Slightly less than half of the employers reported 
that their new stenographic employees had difficulty in the 
application of punctuation and grammar. One-third indicated 
that beginning stenographers had difficulty in composing 
letters at the typewriter. Employers also observed difficulty 
in their employees in transcribing from shorthand, transcrib-
ing from records, and typing directly as material is being 
dictated. 
14. Difficulty in making neat erasures was reported by 
43 percent of the employers, and difficulty in typing from 
rough drafts and changing typewriter ribbons was observed by 
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one-fourth of the respondents. Approximately one-fifth of 
the employers indicated that their employees had displayed 
difficulty in typing letters, numbers, stencils and master 
sheets, tabulations, statements and invoices. 
15. Thirty percent of the employers reported that their 
new general office workers bad difficulty in answering the 
telephone. Difficulty in filing material and receiving 
callers was observed by one-fourth of the employers. 
16. The factor in which high school graduates showed the 
greatest amount of deficiency was accuracy, as indicated by 
59 percent of the respondents. Between one-third and one-
half of the respondents reported that beginning employees 
were lacking in efficiency, following instructions, initia-
tive, interest in work and dependability. Approximately 
one-third of the employers indicated some deficiency in 
industry, cooperation, respect for authority, emotional 
stability, personal appearance, and intelligence. Some defi-
ciency was also reported in the following factors: neatness, 
loyalty, ability to get along with others, courtesy, and 
honesty. 
17. At the time of the study, opportunities for female 
workers in the business offices on the north shore far 
exceeded those for male workers. Three-fourths of the 
employers indicated a preference for female secretaries, 
typists, stenographers, and general clerks. Sixty-eight 
percent were willing to hire female bookkeepers and file 
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clerks. No buanessman indicated that he would hire a male 
secretary or stenographer. 
18. Twenty-£our percent o£ the firms included in the 
study were willing to provide a speaker to address high 
school students, and 46 percent would permit students to 
visit their business offices. 
Recommendations for Improving 
Business Education Program 
The following recommendations are based on the findings 
of the study: 
1. Since the high school placement service was used by 
50 percent of the firms in securing new employees, the guid-
ance departments of the various high schools should keep in 
direct contact with the business firms in placing their 
graduates. 
2. Special training in the office practice course should 
be given to students on how to conduct themselves during an 
interview, as the majority of the employers considered the 
results of the interview a very important factor in the ini-
tial employment of personnel. Students should also be made 
aware of the fact that high school grades and recommendations 
of teachers and principal are considered very important 
factors by the employers. 
3. Sample tests in typewriting, stenography, and clerical 
aptitude used in selecting personnel should be procured and 
distributed to the students in order to familiarize them 
with the types of tests administered by the various firms. 
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4. Special stress should be placed on the following 
duties with which, according to the respondents, new 
employees had the greatest difficulty: application of 
punctuation and grammar, composing letters at the typewriter, 
making neat erasures, typing from rough drafts, changing 
typewriter ribbons, and filing material. In a well-organized 
office practice course, students should receive sufficient 
training in the use of the telephone and in the proper pro-
cedure in receiving callers. 
5. Inasmuch as 59 percent of the respondents indicated 
having observed some deficiency in accuracy among their new 
employees, all business education courses should place 
emphasis on this very important factor. 
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Under the direction o£ Professor Lester I. Sluder, 
Boston University School o£ Educ~tion, I am making a 
survey o£ selected business firms on the north shore 
to determine occupational opportunities £or business 
education graduates of the local high schools, and to 
ascertain some of the deficiencies of beginning of~ice 
workers. 
The in£ormation obtained will be invaluable to 
business teachers in preparing students more adequately 
for positions found in firms located in the area. 
Thus, the completion of the enclosed questionnaire 
will be of benefit to you, to students, and to the 
local high schools. All information will appear only 
in tabulated form and will be held in strict confidence. 
Will you please fill out and return the enclosed 
questionnaire at your earliest convenience. A self-
addressed envelope is enclosed for your convenience. 
I wish to thank you in advance for your coopera-
tion in this study. 
Questionnaire 
Self-addressed envelope 
Sincerely yours, 
Business Teacher 
A SURVEY OF OCCUPATIONAL OPPORTUNITIES AND DEFICIENCIES 
OF BEGINNING WORKERS ON THE NORTH SHORE 
Name of Firm 
------------------------------------------------------Address of Firm 
------------------------------------------------------T,ype of Business 
--------------------------------------------------Name of Person Completing Questionnaire _______________________________ ___ 
Title of Person Completing Questionnaire _______________________________ __ 
1. What is the number of office employees in your firm? Please check. 
a.. 1 - 5 f. 101- 200 
b. 6 - 10 g. 201 -300 
c. 11 - 25 h. 301 - 400 
d. 26 50 i. 401 500 
e. 51 -100 j. 501 
- over 
2. Approximately how many high school business graduates does your firm 
employ each year? 
3. How many high school students ~oes your firm employ annually for part-
time office work? 
4. Please check the source(s) used to secure new employees. 
a. Advertisements ------~ ------~b. High School placement services 
____ c. Employment agencies 
------~d. Personal application of graduates 
_______ e. Recommendations by other employees 
___ f. Other (Please state.) ___________ _ 
5. Please check the importance of each of the following factors in the 
initial employment of high school graduates by your firm. 
Employment Factors 
a. Results of interview 
b. Part-time office experience 
c. High School grades 
d. Recommendations of teachers 
and school principal 
e. Results of employment tests 
f. Other (Please state.) 
Ve!Y Important Important Unimportant 
6. Please check the form of employment test(s) your firm uses in selecting 
personnel. 
----:a. Typewriting test 
___ b. Stenographic test 
_______ c. Clerical aptitude test 
___ d. Intelligence test 
e. None 
---f. Other (Please state.) 
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?. What do you consider to be an acceptable speed for beginning employees 
in each of the following areas? 
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a. Typewriting material of average difficulty: 
b. Taking dictation of average difficulty: 
net words per minute. 
_____ net words per minute. 
8. Please check the starting salary your firm offers to current high school 
business graduates employed in the following positions: 
Stenographers Bookkeepers Typists General Clerks 
a. Under $35 • • • • • • • 
b. $35 - $39 •• 
c. $40 - $44 ••••••• 
d. $45 - $49 • • • • • • • 
e. $50 - $54 ••••••• 
f. $55- $59 ••••••• 
g. $60 - $64 ••••••• 
h. $65 - over. • • • • • • 
9. Does your firm have on-the-job training programs in the following areas? 
a. I.B.M. Key Punch 
--~ 
___ b. Photocopy 
___ c. Autotypist 
d. Flexowriter 
---
___ e. Sorting 
f. Collating 
-----g. Other (Please state.) 
10. Please check the various machines used by your office employees. 
TYPEWRITERS FULL-KEYBOARD ADDING MACHINES 
MANUAL ELECTRIC 
a. Burroughs 
a. I.B.M. b. Victor 
b. Royal c. Clary 
c. Remington Rand __ _ d. Allen-~ales 
d. Underwood e. National 
e. L. C. Smith f. Monroe 
g. Friden 
DUPLICATING MACHINES h. Marchant 
i. Remington Rand 
j. Other a. Ditto 
---: b. A. B. Dick Mimeograph 
---c. Mul tili th TEN-KEY ADDING MACHINES 
d. Standard 
----
___ e. Rex-o-graph a. Remington Rand 
___ f. Other ------- b. Underwood Sundstrand 
c. Burroughs 
DICTATING MACHINES d. Friden 
e. Monroe 
a. Audograph f. Olivetti 
b. Ediphone g. Marchant 
c. Dictaphone h. Victor 
d. Soundscriber i. Other 
e. Other 
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KEY-DRIVEN CALCULATORS MISCELLANEOUS l1ACHINES 
a. 
b. 
c. 
Burroughs 
Comptometer 
Olivetti 
----.a. Burroughs Bookkeeping 
___ b. National Bookkeeping 
___ c. Stenotype 
d. Monroe 
e. Plus 
ROTARY CALCULATORS 
a. Friden 
----. 
____ b. • Monroe 
c. Marchant 
---d. Victor 
---
___ d. Addressograph 
___ e. I.B.M. Key Punch 
f. Check Protector 
---
---!g. Telephone Switchboard 
----'h. National Cash Register 
__ ---.:i• Elliott-Fisher Bookkeeping 
11. With which of the following duties do new bookkeeping employees have 
difficulty? 
---:a• Accuracy and speed involving arithmetic fundamentals 
___ b. Application of bookkeeping principles 
____ c. Retention of theoretical knowledge 
______ d. Comprehension of infOrmation and directions 
____ e. Analysis and interpretation of reports 
___ f. Accuracy in transcribing, recording and posting 
_____ g. Locating and correcting errors 
h. Adapting non-machine bookkeeping procedures to machine 
---- bookkeeping techniques 
12. With which of the following duties do new stenographic employees have 
difficulty? 
-------.a· Composing letters at the typewriter 
___ b. Typing directly as material is being dictated 
______ c. Taking dictation in shorthand and transcribing 
______ d. Transcribing from records 
___ e. Application of punctuation and grammar 
___ f. Other (Please state.) _____________ _ 
13. With which of the following duties do new employees have difficulty? 
a. Typing letters i. Typing telegrams and 
b. Addressing envelopes cablegrams 
c. Typing postal and index cards j. Typing manuscripts and reports 
d. Typing form letters k. Typing stencils and master 
e. Typing tabulations sheets 
f. Typing from rough drafts 1. Making neat erasures 
g. Typing numbers m. Changing typewriter ribbons 
h. Typing statements and invoices n. Using multiple carbons 
14. With which of the following duties do new general office employees have 
difficulty? 
a. Sorting and coding material 
---: 
___ b. Filing material 
----
c. Cross-referencing 
____ d. Answering telephone 
___ e. Receiving callers 
___ f. Handling incoming and 
outgoing mail 
g. Other (Please state.) 
---· 
15. Please check the extent to which you have found high school business 
graduates deficient in the following factors. 
a. 
b. 
c. 
Accuracy ••••••••••••••••••••••••••• 
Following instructions ••••••••••••• 
Ability to get along with others ••• 
d. Interest in work •••••••••••••••••••• 
e. Respect for authority •••••••••••••• 
f. Loyalty •••••••••••••••••••••••••••. 
g. Courtesy •.••••••..••••••••.•••••••• 
h. Efficiency •••••••••.•.••.•.•..••••• 
i. Personal appearance •••••••••••••••• 
j. Dependability •••••••••••••••••••••• 
k. Industry •...••••..•••.••.••.••.•••• 
1. Initiative •••••••••••.••••••••••••• 
m. Intelligence ••••••••••••••••••••••• 
n. Honesty •..•••••.....••...•.••••.••• 
o. Neatness •••.••..••••••.•.••••••••.. 
p. Cooperation .....••••••..•.••.•••••• 
q. Emotional stability •••••••••••••••• 
r. Other (Please state.) 
-------
! great 
deficiency 
Some 
deficiency 1!2. deficiency 
16. Which do you normally hire, men or women, for the following types of 
positions? Please check. 
MEN WOMEN 
a. Secretary •••••••.•••••••• 
b. Stenographer ••••••••••••• 
c. Bookkeeper ••••••••• , •••••• 
d. Typist ••••••••••••••••••• 
e. General Clerk •••••••••••• 
f. File Clerk ••••••••••••••• 
g. Machine Operator ••••••••• 
h. Sales Clerk •••••••••••••• 
i. Other (Please state.) •••• 
17. Please list subjects which you feel should be added to the high school 
curriculum and give reasons for suggested additions. 
SUBJECTS REASONS 
a. ______________________ __ 
b. _____________________ __ 
c. ____________________ __ 
d. ______________________ __ 
18. Does your firm provide a representative to address high school students? 
Yes No ____ __ 
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19. Would you permit visits of small groups of business students to your firm? 
Yes No 
-----
20. Please indicate any additional suggestions that you may wish to make 
concerning the preparation of students for business. 
FOLLOW-UP LETTER 
November 2, 1960 
Dear Sir: 
On October 11, I sent you a copy o£ a check 
list requesting in~or.mation on occupational oppor-
tunities and some o~ the de~iciencies o~ business 
education graduates o~ the local high schools. 
This in~ormation is desired ~or the purpose o~ 
assisting students in educational and vocational 
guidance, ~or placements, and also to enable the 
schools o~ the area in which you are located to 
serve you more e~~iciently. 
A~ter tabulating the returns I ~ind that I 
have not yet received a reply ~rom your ~irm. 
I~ your ~irm does not employ an o~fice £orca, 
will you please £ill out the heading and return 
the questionnaire to me since such information 
will be of value in my study. 
If the questionnaire has been lost or mis-
placed, I shall be glad to furnish another upon 
request. 
Your cooperation will be most sincerely 
appreciated. 
Sincerely yours, 
Business Teacher 
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